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THE EMPLOYMENT OF WOMEN: 


SUGGESTIONS TO EMPLOYERS 


With a foreword by 
The Rt. Hon. Ernest Bevin, M.P. 


24th March, 1941. 


ANY firms who have not previously employed women 

will be doing so in the near future, and many women 

who have not previously been in industry will be responding 
to the Nation’s call. 


[ft is important, therefore, that all practicable steps should 

be taken to ensure that the difficulties which might arise 
from the inexperience both of the employer and of the new 
worker should be anticipated and removed, so that the 
maximum benefit to production from this new expansion of 
our industrial army shall be achieved. 


[HE purpose, therefore, of this Memorandum is to offer. 


suggestions to employers which may prove helpful to 
them. 


HILE these suggestions, as put forward in_ this 

Memorandum, may be tegarded. as being more 
especially applicable to the larger firms, the ideas underlying 
the suggestions are equally appropriate to the small firms and 
can be readily adapted to meet their particular needs. 





MINISTER of LABOUR AND 
NATIONAL SERVICE 
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APPOINTMENT OF A WOMAN PERSONNEL OFFICER ~ 


1. If the number of women expected to be employed is substantial, it will be 
found advantageous to make an early appointment of a suitable Woman Personnel 
Officer who should be given an opportunity of acquiring some knowledge of the 
operations on which women are to be employed. She should also be made familiar 
in general terms with the firm’s organisation, its wage rates, hours of work, etc. 
and with its method of regulating conditions of employment, 1.é., through em- 
ployers’ federation or by direct negotiation with Unions, etc. 

Her own position in the management should also be made clear to her, together 
with the limits of her personal authority. 


FUNCTIONS OF A WOMAN PERSONNEL OFFICER 


2. While it is appreciated that the functions of a Personnel Officer in any indi- 

vidual establishment must necessarily depend on the qualifications and experience 

_ possessed by her and on the degree to which she acquires the confidence of her 
managerial colleagues, the duties described in the following paragraphs should be 
regarded as appropriate to be entrusted to a properly qualified person. 

The Woman Personnel Officer should be made responsible for interviewing, 
selecting and engaging the women ; for arranging, in consultation with the appro- 
priate authorities, that those who cannot travel home daily are met on first arrival, 
found billets or other satisfactory accommodation, and put in touch with local 
organisations and amenities; for providing the women engaged with all necessary 
information regarding wages, hours, conditions of employment, etc.: and there- 
after, for maintaining a general responsibility for the physical well-being of the 
women by ensuring adequate canteen, rest room and other facilities and by co- 
operating fully in the firm’s medical service arrangements. The Personnel Officer 
-should also assist in securing the mental well-being of the women, by keeping in 
touch with them, especially during the first month of employment, and eliciting 
by conversation any worries or grievances they may have. 

It should be a function of the Personnel Officer to consult with and advise the 
factory management on all matters affecting the women, including interdepart- 
mental transfers on grounds of health or temperament. 

The dismissal of women should invariably be effected in close consultation with 
the Personnel Officer and through the Personnel Department. It has been found 
advantageous by some employers to place the responsibility for discharges on the 
Personnel Department. In those cases any Department wishing to dispense with 
the services of an individual notifies the Personnel Department accordingly, giving 
the reason: the Personnel Officer, in the light of the circumstances, then either 
tries to place the individual in another Department, or issues a discharge note. 
This practice is recommended. 

It is recommended also that in cases of proposed dismissal for disciplinary . 
reasons, care should be taken to ensure that the worker concerned has an opportunity 
of stating her case to the Personnel Officer before the final decision is taken. 

In the case of undertakings scheduled under the Essential Work (General 
Provisions) Order 1941, the Personnel Officer would be the channel of communication 
with the National Service Officer and it would be the responsibility, therefore, of 
the Personnel Officer to ensure compliance with the provisions of that Order in so 
far as factory operatives are concerned. 

The Personnel Officer should also interview every worker tendering notice to 
leave her employment in order to find out the reason, which, when ascertained, 
should be recorded. Much valuable information may be gathered in this way and 
pointers obtained as to conditions requiring adjustment. For example, a marked 
number of secessions, or even of discharges, from one Department will indicate 
the necessity of an enquiry into the causes. 


~ CONSULTATIONS PREPARATORY TO THE INTRODUCTION 
OF WOMEN 


3. The successful introduction of woman labour requires adequate preparatory 
consultations with foremen and, in appropriate cases, also with Trade Union 
officials and Shop Stewards. These consultations, together with any others 
dictated by local circumstances, will Pale it easier for the change to be effected 
without internal friction. 


INTERVIEWING OF CANDIDATES 


4. These interviews should be so arranged that applicants are not kept waiting 
an unreasonable time; if the waiting-period extends over the dinner hour, the 
applicants concerned should be provided, wherever practicable, with a meal or 
snack free of charge. 
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The period of waiting should not need to be spent in a cold, draughty corridor, 
but in a reasonably comfortable room provided with benches or other seats. 

The application form to be completed should be as simple as possible, not only 
in regard to the information for which it asks, but also in its “lay-out”. An 
applicant may not do herself justice at a subsequent interview if she has just 
emerged from a struggle with a complicated application form. 

The interview itself should be conducted on the basis of a mutual service being 
rendered ; the employer needing labour on the one hand, and the applicant being 
willing to supply it on the other. So far as possible, the interview should be so 
directed as to create a sympathetic atmosphere in which the applicant is encouraged 
to do justice to herself. 

If the employer’s premises are situated some distance from the centre of the 
city or town and are not very easily accessible, it would be well to make arrange- 
ments to hold the interviews at the Employment Exchange or other convenient 
place in order to save time and expense to the applicants. 

In cases where a medical examination is required, care should be taken that 
this is arranged in conditions“of adequate privacy and with a due recognition of 
the fact that many of the women concerned are probably unused to the idea of a 
medical examination except when they feel ill. 

The arrangements for these interviews and the way in which they are conducted 
are important from the firm’s point of view. They provide an opportunity for 
applicants to be given a good first impression of the firm which will help to tide 
Over any initial difficulties if the applicant is engaged, and in any case will probably 
be passed on to the applicant’s friends and acquaintances. 


‘ON ENGAGEMENT 


5. An applicant who is engaged, should be given a clear statement of the rate 
she is to be paid, the hours she is normally to work, and the general conditions 
appertaining to heremployment. If printed Works Rules exist, she should be given 
her copy and advised to make herself thoroughly acquainted with them. 

She should also be told of the canteen, cloakroom arrangements, etc., and of any 
special accident prevention precautions she will be expected to observe. 

When women are being engaged in numbers, it will probably be found more 
convenient to give them a collective “‘ talk ’’ on the morning they report for duty. 


ON REPORTING FOR DUTY 


6. New employees reporting for duty should not be allowed just to “‘ drift ’’ i 
without ceremony: They should be formally made known to their Fa ees ot or 
supervisor, who should take some pains to make them feel welcome. Care should 
be taken to see that the new employee knows her way about, e.g., to the cloakrooms 
and canteen. It is an advantage to entrust a new employee to the special care of 
a suitable existing employee for the first few days: this helps to take the edge off 
the natural feeling of strangeness. 

The treatment accorded to a new employee is likely to have a lasting effect and 
will amply repay the time expended on it. 


DURING FIRST MONTH OF EMPLOYMENT 


7. Experience shows that the highest turnover of labour occurs during the first 
month of employment, and as a high labour turnover is very costly, every effort 
should be made to avoid it. It is a considerable help in this direction to adopt a 
definite follow-up plan with each new employee. The plan need not be elaborate, 
but it should form a recognised part of the duty of a Woman Personnel Officer. 
In its simplest form, it might mean that the Woman Personnel Officer or, in a large 
organisation, one of her assistants, would have a word with the employee herself 
and with her supervisor each day during the first week, twice during the second 
week and once in each of the two succeeding weeks. The “‘ word ”’ could be just 
an enquiry as to progress, etc., and should not appear too formal to the employee. 
Opportunity would thus be given to arrange transfers where that appeared to be 
desirable and, in any case, the right ‘‘ word ’’ spoken in season to the new employee 
may well be very helpful not only to her but to production. 


WORKING HOURS 


.8. One of the needs of the present situation and one which will force itself on 
employers increasingly with the anticipated expansion in the employment of women, 
relates to working hours. 


? 


4 


The hours worked by women, especially since June, 1940, have in a number of 
cases been unproductively long. The experience gained during the last war is 
conclusive that long hours impede production and while no common standard can 
be laid down for all types of work, it can be accepted that in general the maximum 
should vary only between 48 and 56 per week. 

Employers are advised to undertake output tests themselves in their own 
establishments in order to find the optimum for their own production. 

Apart, however, from the actual length of the hours required per week, serious | 
consideration must be given to their arrangement if the best use is to be made 
of the new woman labour. In particular, the hours must permit of each woman 
having reasonable time to do her shopping at convenient hours. In the absence 
of such an arrangement, bad time-keeping, BDECA Ye and discontent are likely 
to result. 

It is important that consideration should be given to the possibility of arranging 
part-time employment for married women who cannot devote their whole time to 
factory work. Satisfactory experiments along these lines have already been made 
by some employers. Under one scheme, the part-time people work two shifts 
(alternating weekly) 7 a.m. to 1.0 p.m, and I.0 p.m. to 7 p.m. five days a week (no 
Saturdays). Deducting the half-hour meal interval, the employer gets 55 hours work 
per week from two women and expresses himself as thoroughly satisfied. Absenteeism 
and bad time-keeping are said to be non-existent and a healthy rivalry between 
the two shifts has been stimulated. 

In another case, the firm has adopted the principle of recruiting women on either _ 
of two shifts—a morning shift from 8 a.m. to 12.30 p.m., and a second shift from 
[2.30 p.m. to 5.30 p.m. Women are recruited for the shift which is most suited to 
them and they remain on that shift each working day. The morning shift works 
six mornings—27 hours per week—the afternoon shift works five afternoons—25 
hours per week. | 

In certain districts, these times might be found to be more attractive than those 
in the first scheme. 

Such arrangements as these, wherever they are found practicable, will naturally 
tend to secure a ready inflow of suitable local labour. 

It must be remembered also that many women workers will have husbands in 
the Forces coming home on leave periodically. It is suggested that those women 
should be told at the time of their engagement that, apart from an emergency, 
they will be given reasonable leave of absence on those occasions, ~ 

Other women will possibly have young children to get off to school or nursery 
before they can come to work. Arrangements should be made to BCCOMIBOE ES 
their hours to those requirements. 

It will be urged in objection that management becomes ‘dicctnnice when 
special arrangements of this character have to be made for individuals. To this, 
the answer is that the paramount consideration is to make it as easy as possible 
for women to enter the factories and, to that end, there is no alternative but to 
adapt factory practice to the present situation. 


GENERAL 


g. Employers undertaking the employment of women have, of course, to observe 
certain Statutory requirements as to amenities, working hours, etc., and they are 
urged to establish early contact with their Factory Inspector who will give them 
advice and assistance on these matters. 

Apart from legal obligations, there are various other things which the employer 
can do in order to assure himself of the most beneficial results from the employment 
of women. Some of these have already been mentioned in this Memorandum. 
Other ways will occur to the employer on reflection. 


ADDITIONAL COPIES OF THIS LEAFLET FOR THE USE 
OF YOUR WORKS MANAGERS, SUPERINTENDENTS 


AND FOREMEN CAN BE OBTAINED ON APPLICATION 
TO YOUR LOCAL EMPLOYMENT EXCHANGE 
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